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CHRA Europe Region, New 17 February 2005

Purpose: To provide step-by-step instructions for Managers and Admin Personnel in Germany on
how to print Germany Local National (LN) Notification of Personnel Actions (NPAs) using Ghostview.
NPAs can only be printed through the DCPDS Processes and Reports Function. You cannot print an
NPA until (1) the action has been processed into the database by the CPOC, and (2) the effective
date has arrived.

Table of Contents

Topic Page
Using the Correct DCPDS Responsibility / 1-3
Accessing the Processes and Reports Function
Submit a Report Request for a ‘Single’ NPA Print 4-7
Request(s)
Submit a Report Request for a ‘Batch’ NPA Print 8-10
Request(s)
How to Change the Report Request Print To 11-13
Option to 0-Default (if applicable)
Print the NPA(s) generated through Report 14 -17
Request using Ghostview
Internet Explorer Error Message and ‘How to Fix’ 18-19

Using the Correct DCPDS Responsibility / Accessing the Processes and Reports Function
Important: Ensure you logged onto DCPDS with the appropriate ‘Responsibility’ hat.

e You must use/select your LN Supervisor GE SPxxxxxx responsibility.
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Top Ten List

Recruit / Fill
+ LN Mass Actions Preview
+ Federal Position



From the Navigator:

¢ Expand the +Processed and Reports Option.
o Either double click the option,
o Or single click the option and then click on the +down arrow button on the left hand
side.
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e Select Submit Process & Report.
o Click on Open.
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e Ensure the Single Request option is selected.
o Click on OK.
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Functions

Processes and Beports:Submit Process & Report

Submit processes or run standard reports

RPA - Germany Esubmita !
Recruit / Fill
+ LN Mass Actions What type of request do you want to run?
+ Federal Positiol
Civilian Inbox
Workflow Inbox
+ People
+ Work Structures .
+ View ®Request Set
- Processes and R This all vou to submit a pre-defined set of
Submit Proce:
View Request
View Reports

AutoRif Extrac

This all submit an individual request.
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The Submit Request window opens. In this window you will set the parameters for your print request.

e See ‘Submit a Report Request for a ‘Single’ NPA Print Request(s), on page 4 - 7 to print a
single NPA for a specific employee.

e See ‘Submit a Report Request for a ‘Batch’ NPA Print Request(s) on page 8 - 10 to batch print
a range of NPAs for a specified time period or type of action.

Data Center
Eile E aldzr Tals ¥ Help ORACLE
EElleier Vil el A =L 1

 E— e

At these Times...

FUNGENE A Soon as Possible Schedule...

Upon Completion...

; Cutput Files

" II —




Submit a Report Request for a ‘Single’ NPA Print Request(s)

o Type Local in the Name Field and hit the TAB key on your keyboard.
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Print to

e Select Local Nationals Germany Notification of Employment Status Army.
e Click on OK.
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¢ Type the employee’s last name, e.g. Sample in the corresponding field of the Parameters
window. Note: If you enter the full name ensure you enter it as last name, first name, e.g.
Sample, Request. Full name search is recommended if you have more then 1 employee
having the same last name.

e Click on OK. Note: Be patient, this may take some time.
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e The Employee Name window listing all NPAs will open.
e Scroll right to the see the NPA options (see screen shot on next page).
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e Select the NPA that you like to print.
e Click on OK.
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| EFFECTIVE DATE | FIRST NOA
07-JUMN-03 MGML - Change in Regional Service Center

01-0CT-03 THOA - Realignment

01-FEB-04 84948 - Tariff IncreaseiPay Adjustment -
17-FEB-04 BADA - Individy d -

27-JAN-05 8404 - Individual Cash Award

| SECOND MOA

Al Hever, Jeanette (%
D

e Ensure that Print to in Upon Completion at the bottom reads 0-Default. If not, please follow the
instructions ‘How to Change the Report Request Print To Option to 0-Default’ on page 11 — 13.

e Click on Submit.
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¢ A Decision window opens displaying the Request ID. Note: For easier identification it is
recommended to record the Request ID number, especially if you run multiple reports
0 To request another print report click on Yes.
0 Click on No when you finished — No returns you to the Navigator window.
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e To print your NPA/s using Ghostview follow instructions on page 14 — 17.



Submit a Report Request for a ‘Batch’ NPA Print Request(s)

o Type b in the Name Field and hit the TAB key on your keyboard.
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Run this Request...
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Languages...
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Upon Completion...
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Print to _

e Select Batch Army Germany AE 690-60B Print.
e Click on OK.
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Basic Orientation Supervisory Training Backlog MNotice{CIVLN_JNBOZ)
Basic Orientation Supervisory Training Listing (JNBO-3)
Batch Air Force Germany AF Form 8245 Print
Batch Army Germany AE B30-60A Print
0-60B Print

Batch Belgium SF 52 Print

Batch Generic 5F 50 Print

Batch ltaly SF 50 Print

Batch Japan 11EJ Print

Batch Korea SF 50 Print

Batch Motification of Personnel Action - AD Faculty Employees
Batch Print Motification of Personnel Action - m2m




Complete the Parameters as follows, enter in:

e Employee Name (single request): Leave blank. You cannot batch print all NPAs for an
individual employee.

e NOA code: Only complete to print the Pay Adjustments, then enter: 840A.

e POI: 4170.

¢ Organization: Leave blank. The system automatically selects the NPAs of employees within
your secure view.

¢ From Effective Date: The date of your choice, e.g. 01-JAN-2005

To Effective Date: The date of your choice, e.g. 17-FEB-2005. Must be always entered, even

if it is the same as the From Effective Date.

Reprint Printed NPAs: Auto populates No, change to Yes.

No Of Copies: Auto populates 1, leave as is.

From Approval Date: Leave blank.

To Approval Date: Leave blank.

Click on OK.
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Run EeIN4170 US Army Europe and 7th Army

Upon Comp o 01-JAN-2005
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e Ensure that Print to in Upon Completion at the bottom reads 0-Default. If not, please follow the
instructions ‘How to Change the Report Request Print To Option to 0-Default’ on page 11 — 13.
e Click on Submit.

ORACLE
8 JINE T A1 25 12

Batch Army Germany AE 690 60B Print
::4170::01 JAN-2005:17 -FEB-2005:Yes:1::

=[:[::|American English _

Languages...
At these Times...

FURENE S As Soon as Possible

Upon Completion...

; Cutput Files

;8 0-Default

e A Decision window opens displaying the Request ID. Note: For easier identification it is
recommended to record the Request ID number, especially if you run multiple reports
0 To request another print report click on Yes.
o Click on No when you finished — No returns you to the Navigator window.
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Snion o ORACLE
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At these Times...
ERENEDS As Soon as Possible

Upon Completion...

all Qutput Files

Slilist 0-Default

e To print your NPA(s) using Ghostview follow instructions on page 14 — 17.
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Egil:lracle Applications - Army Civilian Data Center

How to Change the Report Request Print To Option to O-Default

Click on Options to select the 0-Default printer, if not automatically displayed.

File Edit i w Help ORACLE

At these Times...

FURENE S As Soon as Possible

Must indicate 0-Default as Print to option.
Upon Completion... If not <Click> on Options.

all Output Files

S EUR0D139061

o Click in the Printer field that indicates the printer, e.g. EUR0139061.
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Notify the following people:

_ Mame For Language

Run the Job

|
At these Times... I
|

Upon Completion... Print the Output To:
=SUEN CIV, portrait, letter, 12 ¢

ies For Language
All languages
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e Click on the drop down list icon.
racle Applications - Army Civilian Data Center
F T dowe Help ORACLE
I T I

Jutput Fil

Notify the following people:

_ Mame

At these Times...

Run the Job

Upon Completion... Print the Output To:

[E88 CIV, portrait, letter, 12 ¢

e Select the 0-Default option.
e Click on OK.

Help ORACLE
108 [ [ e

Printer
TABETA
2athgthre
4251rm
4489ps2a
SCP_EXM
BCP_GJM
8CP_GJoz2
8CP_GJ03
8CP_Jo4
8CP_GJ0s
8CP_GROM
25W_ABCTOM

“or Lar ]
All languages
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e Click on OK.

racle Applications - Army Civilian Data Center

r L]

IEEE

At these Times...
Run the Job

Upon Completion...

At these Times...

dow Help

R, SN

Jutput Fil

Notify the following people:

_ Mame

Print the Qutput To:

_ Printer

[E88 CIV, portrait, letter, 12 ¢

For Language
All languages

Batch Army Germany AE 690 60B Print

4170::01-JAN-2005:17 -FEB-2005:Yes:1::

American English _

Languages...

EAEGENES A Soon as Possible Schedule...

Upon Completion...

rint to

] Output Files

[-Default

ORACLE

ORACLE

13



Print the NPA(s) generated through Report Request using Ghostview

Ghostview is a third-party product that allows you to view the NPA on your screen and to print the
form using your ‘regular’ printer.

To print the NPA:

Select Requests from the ‘View’ menu.

n Data Center

S ndow  Help ORACI—G-

SPO0004904

Fird Al

Gueny By Example F

Record + iformation -Germany

Translations... _ Top Ten List

Aftachments...

review

SummanyDetail

el

Requests

The Find Requests window opens. If desired you can enter a variety of search criteria, but this is not
necessary. Your most recent request will be at the top of the list in the Requests window.

e Click on Find.

ORACLE

e
dex
e

Flinclude Reguest

Query
/2| Request ID -
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The Requests window will have your most recent request at the top of the list.

¢ If the Phase column indicates Pending or Running instead of Completed click on Refresh
Data.

E’_;gl]racle Applications - Army Civilian Data Center
File Edi w Help ORACLE
POIT 8 GPI L N DELILEP 251D

= E
Refresh Data Find Reguests Submit & New Reguest...

uest ID Parent
MName
Batch Print Notification o

Request for Personnel A

o If the Phase column indicates Completed click on View Output.
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4O IO G8S P8 NDELILED 2512

Refresh Data Find Requests Submit a Mew Request...
13 H ) H
429684 If P_endlng Completed Warning Can be |gn0red
sizs30s] <Click> on Completed  |Waming 2716838
sa0z777l Refresh Completed  |Waming 2637686
6402748 Data Completed Warning 2409099
6391512 o 3 Completed  |Warning 2716620 AP
16391444 DA Form 3434 (NAF-FM) Completed  |Warning 2657739
16377512 |DA Form 3434 (NAF-FM) Completed  |Warning 2706348
16324010 [DA Form 3434 (NAF-FM) Completed |Warning 1637248
16323998 |DA Form 3434 (NAF-FM) Completed  |Warning 1170090
6323992 |DA Form 3434 (NAF-FM) Completed  |Warning 1170090 =
Hold Reguest Wiew Details... Wiew Output
Cancel Reguest Diagnostics Wiew Log...

Note: If you selected the “default” printer from the list of printers, the ‘Status’ column indicates
‘Warning’ since the printer is not recognized by DCPDS. This warning can be ignored in this case.
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e The File Download window appears. Click on Open.

Egatlracle Applications - Army Civilian Data Center

ORACLE

Refresh Data Find Reguests Submit & New Request...

7337809 |Batch Army Germany AE

7337745 |Batch Army Germany AE " S

7337727 |Batch Army Germany AE

7337718 ][Batch Army Germany AE Do you want to open or save this file?

7337586 ]['—00?“ Nationals Germany A Mame: Eatch Army Germany AE 690-608 _170205.ps

7305645 |Batch Print Notification o Type: PostScript, 42,8 K8

7304391 |Delete Uncompleted RPA| s By il

7304314 [Delete Uncompleted RPA| o sove | [ Concl |

7304294 |Delete Uncompleted RPA|

7275379 |DA Form 3434 (NAF-FM) ¥ Always ask before opening this twpe of file

@ ‘while files fram the Internet can be uzeful, some files can patentially
harm your computer. If you do not trugt the source, do not open or

zave this file. What's the risk?

Cancel Reguest Diagne=re ;N

The Local Nationals Ghostview window appears and will display your NPA(s).

To print the NPA from Ghostview:

e <Select> Print from the Ghostview File menu; OR <Click> the Print icon.

i¥ L ocal Nationals Generic SF50_180603[1] - GSview ]
File Edit Options Yiew Orientation Media Help

25 Batch Army Germany AE 690-608 _170205[2].ps - GSview RSN EE _ =] x]

File Edit Options View Orientation Media Help

Open... o |«| 3] &G E}EE
Select File... 5 -
-

Save As.., A —
Close C

[TION OF EMPLOYMENT STATUS (MITTEILUNG UEBER DENSTAND DES ARBEITSVERHAELTNISSES) ( GERMANY)
Info... 1 (USAREUR REG, 69060}

Far informatian anly. Itdoes not canstitute a basis for independent chim Rights and abligntions accrue to the emplayee salely an the bk of the emplayment
Convert... F I'A I (Diese Mitteilung wird nur zu Infarmati erteilt. ige Ansprueche kaennen aus thr nicht hergeleitet werden. Rechte und Plichten des
B E ben sich weiterhin ausschliess lich aus dem Arbeitsvertrag und aus dern TVAL IL)

-, Geburkname) 2 EIN (Pers. M) 3. CITIZENSHIF CODE
PS to EPS ( Stmkangeh Schlnemel)

- ROBINSON 001013530 168
Print... P | |
Print File. .. hif4) 5. DATE/PLACE OF BIRTH (Geburlsdrdnmi—arty
I'RASSE6 22-MAR-5T

Show Messages ] [EN HARROGATE

ITION (A det Mossmhme ) 7. EFF DATE (Witksamam)
1 many AE 690-608 _170205[2].ps <rs AwaRD (Day—blo—¥ 1) (Tag—bla—tahi)
2 many AE 690-60B _170205[1].ps _ _ —
3 many AE 690-60B _170205[1].ps FUER EINZELNE ARBEITNEHMER
4 many AE 690-60B _170205[1].ps - - -

bG AND DUTY STATION (Besc heftignngsdiensstelleiOr ) 9. ACCT CLASS (Abtechnungzkapital)
Exit AN RES AGENCY — CFOCEUR 43I TOP00000 LE52 591533

CIVILIAN PERSONNEL OFERAT IONS CENIER
HUMAN RESOURCE MGMT INFO SYSTEMS OFC |10, PAYROLL NO. (Lohnliten-N1.)

16



e Ensure the correct printer is shown in the name field and/or the print parameters are as
desired.

e If not, select the appropriate printer from the drop down printer selection menu and/or change
print parameters.

e Click on OK.

i Batch Army Germany AE 690-608 _170205[2].ps - GSview 18] =l

File Edit Options Wiew Orientation Media Help

EERRIECRDCREIRE

-
-2 - E ’
Print 21 XliNG UEBER DENSTAND DES ARBEITSVERHAELTNISSES) (GERMANY)
Brint EUR REG, 690-60)
fIntEr It chrim. Rights and abligntians acer ue to the emplayee salely an the b of the emplayment
. Selbatoe ndige Ansprueche koennen aus ihr nicht hergeleitet werden. Rechte und Pilichten des
Mame: Properties. .. ls dem TVAL IL)
2 ETH (Pers. ) 3. CITIZENSHIF CODE
Status: Ready ( Stmkangeh Schlnemel)
Type: HF Lazerlet 4000 Series PCLG Lol o
‘Where:  LPT1: 5. DATE/PLACE OF BIRTH (Gebusdstumi—aty
. . . 22-MAR-5T
Commert: [~ Frint to file HARROGATE
~Print Coni 7. EFF DATE ( Witkmamanm)
i (IS OpIe: (Day—blo—¥ 1)(Tag—hla-Jaht)
Loy Mumber of copies: 1 ~ TT-JAN-D5
" Pages from: |1 b |4
¥ Gallate 9. ACCT CLASS (Abrechnungzkapital)
7 Selection Select Pages | 43370900000 L852 S91533
10. PAYROLL NO. (Lohnlisten—tir.)
()8 I Cancel | 2. MEW (Men) b. OLD (Alt)
. FIT754
— Print M ethod
& \Windows GDI printer Settings | Help | 12. CLASSIFICATION (Eingruppistang)
. . 5 E2ME1 - 123805 C-(201-TAMES
7 Ghostsoript device diet500 |
R 15. OTHER PAY (Sonslige Beznege) ELIR f
~ A .
PostScript Printer Seftings et D e ey e
- e e - b. FLNCTIONAL ALLOWANCE
(Varmtbeiter/Lleister zmchbg) (Funktionzznlage)
. PERSONAL SUPPLEMENT . CLOTHING ALLOWANCE
(Petmoenliche Zukge) (Kleiderzubige)
d PAY PROTECTICON SUPPLEMENT d. LAUNDRY ALLOWANCE
(Einkommenzach iz zulage) (Wasschegeld)
= OVERTARIEF SUPPLEMENT e INCUMBENCY ALLOWANCE
(Anmearifliche Zukge) (Besitstand)
i i
13. TOTAL BASIC COMPENGATION
HOLIR; ph) WEE K pw ) bLOHTH, pm) o aesa| =
(Gesamte Grondvergostong LI
...emmany AE B30-60B _170206[2 -37,B92pt  Page: " 1of 4

i:ﬁ'start| @ @ @ > | lnb.. | &ce.. | B, | e, | Bse. | 80 | #ea. | Ebe. | Elora.| o, |[@pat. [ICR @D 7% 11w

e Your NPA(S) is now printing at your printer and you can Close the Ghostview window.
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Internet Explorer Error Message and ‘How to Fix’

If the RPA/NPA does not open in Ghostview when you click ‘View Output’ and instead you receive the
error message below, then you need to change your Internet settings.

e <Click> on OK in the error message.

[ oracle Applications - YOSEMITE_SQT11

File Edit ORACLE

Refresh Data Find Reguests Submit a Mew Request

Parent

e
JETEER |Local Nationals Generic Completed
145647 ]ILucaI Nationals Generic Completed ‘lWamin_q |ITH195, 1
145118 ]ILucaI Nationals Generic [ File Download
144516 ]IRequestfnr Personnel A C
144515 ]IReques‘tfnr Personnel A C @ B
141876 _Roquest forPorson gy gy N
141355 ]IRequeslfur Personi
140901 |Requestfnr Personi

o Inkernet Explorer cannot download PUB@SGT11 from sylvestr,dopds. cpms. osd. mil,

Inkernet Explorer was not able to open this Internet site. The requested site is sither unavailable or cannat be
Found. Please try again later,

o e [ |

Hold Reguest TEWY LTETE

‘How to Fix’ your Internet Settings:

o <Exit> completely from DCPDS. You must close the ‘Requests’ window and all active and
inactive Oracle tasks.

hstart||| ) @ 51 D% >

J ()| Inbox - Micr...l ¥ Microsoft ., | @https:ﬁsylv. 5 | MicrUsUFt P... | @Oracle Appli...l %Dracle Ap... @@?E’ B 10046 AM

e <Select> Internet Options from Tools in the Internet Toolbar.

/3 oracle Applications Login - Microsoft Internet Explorer =18 x|

File Edit ‘View Favorites | Tools < keipe |

Back v = - @D £ Mal and News Y s hvedia OF | Ea= W=
Synchronize. .. _
Address IE https: ffsylvestr.dop Windows Update TML LS TCRIMDEY, hitm j @Go | Links **
Show Related Links ;I

OFFICIAL U.5. GOVERNMENT 57STEM
FOR AUTHORLZED USE ONLY
[F*RARNING*** WARNIN G* = WARNING ***WARNIN G**¥|
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The Internet Options window opens displaying the ‘General’ Tab.

it =18 x]
__*General | Security I PFrivacy I Cantent I Connections | Pragrams I Advanced I é' é g @
A —Home page LI (PGU | Links *
[ % *fou can change which page to use far vour home page. ;l
Address: na.h Eur. army. mil/
Use Current Usze Default Use Blank
— Temparary Intemet file:
el Pages you view on the Intemet are stared in a special folder
& fior quick wiewing later.
Delete Cookies... Delete Files... Setlings... OFFICIAL U.5. GOVERMMENT 5TSTEM
FOR AUTHORIZED USE ONLY
~ History [F*WARNING **+*WARNING* * WARNING ***WARNING 7|
The History folder containg links to pages vou've visited, for m‘;}m‘ ﬂldh“i;ﬁt;m U’i‘il?;‘:%?‘;:;:“’;‘:‘:i‘::‘lﬁh;n
quick access to recently viewed pages. r—— hl:md Acii\riw’g'n s iy Computers® 5
= Thauthorized iz a fa hich i izhahle 10,000
Days to keep pages inhistoy:  [20 =] _Clear Histon | e e
Process, or tranemit data of grester sensitivity than
sensitive-unclacsifiel. Using this sysiom constinbes consent o
Colors... | Fonts... | Languages... | Accessiilty... | securily tesiing and moniloring,
Unauthorized use could resultin criminal prosecution.
The information contained in thiz system is subject do
(n]:4 I Cancel | Aol | The Privacy Actof 1974 as amended.
e <Click> on the Advanced Tab.
e <Scroll> down to the Security section at the bottom of the window.
o <Deselect> the Do not save encrypted pages to disk box.
e <Click> on Apply.
e <Click> on OK.
Oracle Aonlications Login - Mickosoft Internet Exolored — 1@ x|
Rivcernetoprons 21 e |
_, General I Security I Privacy I Content I Connections I Piograms  Advanced ﬁg =
A Seftings: LI 60 | Links **
O Just dizplay the results in the main window ;I ;I
) Just go to the mast ikely site
—_— é Securty
Check for publisher's certificate revocation
[ Check far server certificate revocation [requires restart)
[ Check far signatures on downloaded programs
ed p: di
Deselect [ Empty Temporary Internet Files folder when browser is closed

[ Enable Inteqrated ‘windows Authentication (requires restart]

Enable Profile Assistant

[ UsessL 20

UseSS5L 30

[ UseTLS 1.0

‘wam about invalid site certificates

O 'wam if changing between secure and not secure mode

‘w'am if forms submittal is being redirected -
2| | 3

Restore Defaults |

OFFICIAL U.5. GOVERNMENT SYSTEM
TOR AUTHORIZED USE ONLY
[ WARNING**WARNING* *WARNING ***WARNING **|

TUnauthorized access to this T.5. Government compuier sysiem
and software is prohibited by Tide 18, US Code, Section 1030,
“Fraud and Eelated dctivity in connectisn with Computers™.
Thauthorized use iz a falony which iz punishahle by a $10,000
B v i o i iy S ot Tha et iz aes] wmine) deamnafas,
Pprocess, or transmit lata of greater sensitirity than
sensitive-unclassifiel. Using this system constirutes consent w
gecurity terting and moniloring

mauthorized use could resultin criminal prosecutisn.
The information coxtained in thiz system is subject o

_’,TI Cancel | Apply <

The Privacy Actof 1974 az amended.

¢ Now you can logon to DCPDS and re-run your report.
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